Commonwealth of Massachusetts
Executive Office of Health and Human Services

Virtual Gateway

5uuumﬂg. [ Hbﬁ:—'i‘rm

Executive Office of -
Health and Human Services

ice Trackind

Invaicing

Salary Reserve FY 2009 Reference Guide
August 21, 2008






Table of Contents

CHAPTER 1: ACCESSING PROVIDER DATA MANAGEMENT TO VIEW

SALARY RESERVE DATA ...ttt ettt bbbttt nne s 1
INEFOTUCTION ...ttt ettt be et s re e e 1
Accessing PDM through the Virtual Gateway...........cccccveveeiieivereiieneese e, 1
Accessing PDM through the Virtual Gateway (continued) ..........cccccvverieniiinniieniennens 2
Viewing the Provider Business FUNCLIONS Page........cccccvvviieiieiieiicsece e 3
Accessing the Salary Reserve Data SUmMmary Page.........ccccooveievieiicie e 5

CHAPTER 2: MANAGING SALARY RESERVE DATA ..ot 8
INEFOTUCTION <.ttt ettt sttt e b e s e neeneas 8
Accessing the Salary Reserve Contact Page..........c.coovvirieieiencie s 8
Updating Salary Reserve Contact INformation ...........c.ccceeeveiieiinccc e, 9
Manage Salary Reserve Wage Data..........ccccoviiiiiieiiieiene e 10
Updating Salary Wage Data..........c.cccvevviieiieie e 11
Accessing the Salary Reserve Contract Data Page.........ccccevveevvenesinseene e 12
Managing FY09 Salary Reserve CONtracts .........cccccevvereiiieiieir e 13
Updating Salary Reserve Contract Data............ccceveieieieneninisesieeecee e 14

CHAPTER 3: CONFIRMING FY 2009 SALARY RESERVE DATA ......cccceevvveenen. 16
a1 T [ A o) o ST 16
Submitting Salary RESErve Data............cceiveiiiiiciiciece e 16
Confirming Salary RESEIVE Data.........ccccueiiiiiriiiiiiiiisieeee e 17
Viewing Purchase of Service (POS) Salary Reserve Page...........cccccevveeveeieiieincinennn, 18

CHAPTER 4:  GLOSSARY ..ottt bbb 20

INEFOTUCTION ..ottt ettt e e e e e e e e et e e e e e e e e e e eeeeens 20






Commonwealth of Massachusetts s
Executive Office of Health and Human Services Virtual Gateway "fb
.

Chapter 1. Accessing Provider Data Management to View

Introduction

Accessing
PDM through
the Virtual
Gateway

Salary Reserve Data

This section of the Provider Data Management (PDM) Service is for the
implementation of a data collection web-based application which will collect
payroll data from providers and will facilitate the distribution of
approximately $23M to Purchase of Service contractors who provide human
and social services to Commonwealth clients.

The Salary Reserve web application provides Purchase of Service (POS)
providers and EOHHS agency staff with access to real-time data over the
internet. The Salary Reserve web application will be the system of record for
all of the Salary Reserve data content. This application will be made available
whenever Salary Reserve is part of the Budget.

You can access PDM to

e Vview
e update
e manage

Salary Reserve FY 2009 data.

To access PDM:
1. Open a web browser.
2. Type Web address www.mass.gov/vg in browser.

Health and Human Services Virtual Gateway portal page appears.

3. Click the Logon to the Virtual Gateway link listed under ONLINE
SERVICES on the right.

August 21, 2008
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The Official Website of the Office of Health and Human 5 s (EOHHS)

Health QM @‘, ; '—"’ =
. ey \ ¥ £

e State Agencies State Online Services

PROGRAMS &

SERVICES Home = Government = Special Commissions and Initiatives = SEARCH

Benefits Screening Tool . |
Catalog of Health and Vl[ tual Gateway |Health & Human Services =
Human Senvices Though we may be “virtual” in name, the
. Search
senices we support are very real. MassHealth,
Food Stamps, and Child Care are just a few
examples. The Virtual Gateway brings

Common Intake

Enterprise Invoice/Service
ONLINE SERVICES

Management (EIMESM) information and access togetherin a single
Interpreter Referral Ioca.t|.0n onth_e Internet for individuals, + Logon to the Virtual
Information System (IRIS) families, providers, and government. Gateway

Accessing The Virtual Gateway Login page appears.
PDM through

the Virtual
Gateway For more information on logging into the Virtual Gateway, refer to Virtual

(continued) Gateway Login Job Aid at www.mass.gov/vg/loginassistance .

Note: Security requires that each person have a username and password.

4. Enter your Username and Password in the Login box, and then click the
Submit button.

Welcome Virtual Gateway User

Username || |

Password | |

(Case sensitive)

Forgot password?

Login Assistance:

‘When logging in, you may be reguired to change your password and update your user profile. For assistance with logging in, please visit
W mass. govivg/loginassistance.

Virtual Gateway Customer Service
Monday through Friday, 8:30 am to 5 pm

300-421-0938 (Voice)
617-988-3301(TTY for the deaf and hard of hearing)

The Virtual Gateway Business Services page appears.

Page 2 Salary Reserve FY 2009 Reference Guide August 21, 2008
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|

Welcome

E
Catalog of Semvices
Common Intake Form

Enterprise Budgeting System (EBS)

Enterprise Invoice
Management/Enterprise Service
Management (EIMESM

soreening & Refay,

Executive Office of X ?_
= Health and Human Services 3 s e camnes - annse —
§ " - View Purchase of Service Provider
£ Virtual gateway g Data
& =
Mass.gov/VG &
Account Management

Password Management
Log Out

Tnvsicng

Once logged in, you have access to the Virtual Gateway services. To access
PDM, click the View Purchase of Service Provider Data link.

Viewing the Access the Salary Reserve Data Summary page by clicking the Salary
Provider Reserve link from the Business Functions page
Business

: The Provider Business Function rs.
Functions Page e Provider Business Functions page appears

Provider Data Management Provider Business Functions
w Links to Related Information = View Information Summa L Updale Provider Information
w  Exit = General Information Detail = General Information
S Dl s Tl m EOHHS Services Taxonommy m Services Available for Purchaze
= Provider Contract Summary = Required Forms and Documents
= Zalary Reserve = Provider Qualification
= User Manual = Financial Measures = Other Business Services
" FAUs = Required Forms and Documents e e e T i
= PO How-to-Demos »  Cualification
: - =318y RESENVE
= Job Aids m Salary Reserve
= Phone Number
1-800-421-0938 View Information Summary: Summary information about a single Purchase of
Senvice (POS) Provider that can be viewed on a single page with the option to link
to more in depth information such as general contact information, provider
addresses, sernvices provided to the Commonwealth and required documents on file
with provider data management
Update Provider Information: Update general information, requirement
documents and forms and other data about the senices you can provide to the
Commonwealth
Links to Related Information: Select from a comprehensive list of useful links to
other sources of information pertaining to contracting and commonwealth business
processes and procedures
August 21, 2008 Salary Reserve FY 2009 Reference Guide Page 3
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The Salary Reserve Data Summary page appears.

Provider Data Management Business Functions > Salary Reserve
m Links to Related Information
- B Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Reserve Data select the comresponding Update link.
Contact Information Update
Salary Reserve Data
® Update Contact 123 Comman Ave Salary Reserve Contact:
= Manage Wage Data Baston, hA 12345 USA Joseph A Test
= Manage Contracts Phone: (617) 123-4567
Title
- TIM # FEIN: 000000000
testi@test.
Help Desk and Training o —— es est.com
= Salary Reserve WC123456739
= User Manual
m FAQs
= PDM How-to-Demos Salary Reserve Wage Detail Update
= Job Aids
= Phone Number UFR Title No. of FTEs Total Annual Wages Average Salary
1-800-421-0938
Program Manager 20 $1,234.00 $617.00
Social Worker 20 $123.00 $61.50
Teacher 20 $125.25 $62.62
Assistant Program Director 2.0 $23,245.00 $11,622.50
Contract Detail Update
% of .
. Annual Adjusted
1D Contract No Dept e Salaries FTEs e Salaries
Code |<=$40K <=$40K Purchased <=$40K
by Dept.
Page 4 Salary Reserve FY 2009 Reference Guide August 21, 2008
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Accessing the  You will only be able to view, manage and update data that pertains to your
Salary Reserve organization.

Data Summary The following information is viewable from this page:

Page
e Contact Information
e Salary Reserve Wage Detail
e Contract Detail
Provider Data Management Business Functions > Salary Reserve
m Links to Related Information
" Exi Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Reserve Data select the comresponding Update link.
Contact Information Update
Salary Reserve Data
® Update Contact 123 Commaon Ave Salary Reserve Contact:
= Manage Wage Data Boston, WA 12345 US4 Joseph A Test
= Manage Contracts Phone: (617) 1234567
Title
- TIM # FEIN: 000000000
(@test.
Help Dezk and Training Vendor Customer Code: test@test.com
= Salary Reserve W0123456789
= User Manual
= FAQs
= POM How-to-Demos Salary Reserve Wage Detail Update
= Job Aids
»  Phone Number UFR Title No. of FTEs Total Annual Wages Average Salary
1-800-421-0838
Program Manager 2.0 $1,234.00 $617.00
Social Worker 2.0 $123.00 $61.50
Teacher 20 $125.25 $62.62
Assistant Program Director 20 $23,245.00 $11.,622.50
Contract Detail Update
Important Note:
Deadline f0r Activi ETEs Annual Przu 'r];m Adjusted
1D Contract No Dept ty _ Salaries FTEs g Salaries
FY2009 SR Data Code |<=$40K|™"__ Purchased| 77
$40K $40K
0 F .da by Dept.
IS Fri y' > Once all data is entered click submit to confirm. The deadline for submitting your FY2009 Salary
October 3, 2008 Reserve Data is Friday, October 3, 2008 at 5:00 PM
August 21, 2008 Salary Reserve FY 2009 Reference Guide Page 5
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Notes:
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Chapter 2:

Introduction

Accessing the
Salary Reserve

Managing Salary Reserve Data

You can manage or update the following:
e Salary Reserve Contact Information
e Salary Reserve Contract Data

e Wage Data

To access the Update Salary Reserve Contact page, click the
Update link from the Salary Reserve Data Summary page.

Contact Page
Provider Data Management Business Functions > Salary Reserve
= Links to Related Information
= Bd Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Resemnve Data select the corresponding Update link
Contact Information Update
Salary Reserve Data
= Update Contact 123 Cammon Ayve Salary Reserve Contact:
= Manage Wage Data Boston, MA 12345 USA doseph A Test
= Manage Contracts Phone: (617) 123-4567
Title
— TIN / FEIN: 000000000
(@test.
Help Desk and Training Wendar Customer Code test@test.com
= Salary Reserve WiC123456709
m User Manual
= FAQs
= PDM How-to-Demos Salary Reserve Wage Detail Update
m Job Aids
= Phone Number UFR Title No. of FTEs Total Annual Wages Average Salary
1-800-421-0838
Program Manager 20 $1,234.00 $617.00
Social Worker 2.0 $123.00 $61.50
Teacher 2.0 $126.25 $62.62
Assistant Program Director 2.0 $23,245.00 $11,622.50
Contract Detail Update
% of =
. Annual Adjusted
D Contract No Dept Dctivity (gl Salaries FTEs Eroo Salaries
Code |<=$40K| <=$40K Purchased <=$40K
by Dept.
Once all data is entered click submit to confirm. The deadline for submitting your FY2009 Salary
Reserve Data is Friday, October 3, 2008 at 5:00 P
Page 8
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Updating The Update Salary Reserve Contact page appears.
Salary Reserve Provider Data Management Business Functions > Salary Reserve > Update Contact
Contact = Links to Related Information
. = Bd Test Organization Update Salary Reserve Contact|
I nfO rmatlon Salary Reserve Updates Contact Information
Salary Reserve Data 123 Comrmaon Ave PDM Contact:
: tl‘ﬂ::t;;z:t;:[,m Foston. MA 12345 US4 lJ:'_DhSo?sah ?1;—;;31234-1234
e o TIN ¢ FEIN: 000000000 l—glce@gyz,cnm
Help Desk and Training Yendar Customer Code:
= Salary Reserve pClZanEEy
= User Manual Update Contact Information
= FAQs
= PDM How-to-Demos Salary Reserve Contact
= Job Aids
- fi';;:_:‘;“jgg;g Is Salary Reserve Contact the same as PDM contact? Yes [0
First- * |Mary Mlil Last * ISmiih
Title: * |Manager
Phone Number: * |(517) 456-1234 (FH) FHR-HHE R
E-Mail: * |M8mnh@test.cum
| Save
Tip: If you answer Yes to ““Is Salary Reserve Contact the same as
PDM contact?”” the required fields below are disabled. Then, click
You are returned to the Salary Reserve Contract Data Summary
page with the updated contact information displayed.
Tip: Asterisk denotes required fields.
To update Salary Reserve Contact information:
1. Enter first and last name.
2. Enter title.
3. Enter phone number.
(Tip: space for extension up to 5 digits).
4. Enter e-mail address.
S save |
August 21, 2008 Salary Reserve FY 2009 Reference Guide Page 9
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Updating You are returned to the Salary Reserve Contract Data Summary
Salary Reserve  page with the newly entered contact information displayed.
ContaCt Provider Data Management Business Functions > Salary Reserve
I nfo rmatlon L] Iém-:s to Related Information
H ==t Test Organization Salary Reserve Data Summary
(Contl n ued) Salary Reserve Updates To enter Salary Reserve Data select the corresponding Update link.
T Contact Information Update
= Update Contact 123 Common Axe Salary Reserve Contact:
= Nanage Wage Data Boston, MA 12345 USA Mary Smith
® Manage Contracts _I?_?lcne (617) 486-1234
Help Desk and Training UgjngljFrEéﬁ:S?ErDrg?DCDEdDE M Srmithitest.com
= Salary Reserve W0 123456739
= User Manual
= FAQs

Manage Salary  To access the Manage Salary Reserve Wage Data page, click the
Reserve Wage Update link from the Salary Reserve Data Summary page.

Data
The Manage Salary Reserve Wage Data page appears.
Business Functions = Salary Reserve > Manage Wage Data
Test Organization Manage Salary Reserve Wage Data
Application does not allow for non-UFR titles to be entered: Please complete the information
below for the employees in your organization that: 1) fall in any of the UFR Title categories listed
below; and 2) earn less than $40.000 in annual compensation. Once you have entered data for a
specific title, click on ADD & SAVE
Add Wage Data
I Number of Total Annual
UFR Title FTEs* Wages®
SelectOne jl |
. Number of Total Annual Average
sl FTEs Wages Salary
Program Manager 20 $1,234.00 $617.00
Social Worker 20 $123.00 $61.50
Teacher 2.0 $125.25 $62.62
Assistant Program Director 20 $23,245.00 $11,622.50
Back to Salary Reserve Data Summary
Tip: Asterisk denotes required fields.
To enter wage data:
1. Select UFR title from drop down box.
2. Enter number of FTEs.
Page 10 Salary Reserve FY 2009 Reference Guide August 21, 2008
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3. Enter total annual wages.
4. Click :
The page reappears with the newly entered data displayed.
Tip: To add another wage, click .
To return to the Salary Reserve Data Summary page, click the Back
to Salary Reserve Data Summary link.
Updating To update a salary wage data you have previously entered, click the
Salary Wage UER Title link.
Data UER Title Number of Total Annual Average
FTEs Wages Salary
Program Manager 20 $1,234.00 $617.00
Social Woarker 20 $123.00 561.50
Teacher 20 $125 25 $62 62
Assistant Program Director 20 $23,245.00 $11,622.50
The Update Wage Data page appears.
Business Functions > Salary Reserve = Manage Wage Data = Update
Test Organization Update Wage Data
To update the information, make any necessary changes and click UPDATE
If you would like to delete this title entirely, click DELETE
Update Wage Data
UFR Title * Nu;‘lrllJE:r*uf Total Annual Wages *
Program Manager jlﬁ.ﬂ |1234.D
Update Wage data, and then click I:I
Caution: If you click the contract record will be deleted.
You are returned to the Update Salary Reserve Wage Data page with
newly entered data displayed.
August 21, 2008 Salary Reserve FY 2009 Reference Guide Page 11

Managing Salary Reserve Data



Commonwealth of Massachusetts

¥ Virtual Gateway Executive Office of Health and Human Services

Accessing the To access the Manage FY09 Salary Reserve Contracts page, click

Salary Reserve  the Update link from the Salary Reserve Data Summary page.
Contract Data

Page

Provider Data M. t Business Functions > Salary Reserve

= Links to Related Information

= i Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Reserve Data select the corresponding Update link.

Contact Information

Update

Salary Reserve Data
= Update Contact 123 Cornmon Ave Salary Reserve Contact:
= Manage Waoge Data Bioston, WA 12345 USA Wary Smith
= lManage Contracts _lF_'_h‘cne (617) 456-1234

itle
= TIN / FEIN: 000000000 ;
Hek) Dech and iraiiy Yendor Customer Code M Smith@tsst.com
Salary Reserve WiC123456789

L]

= User Manual

= FAQs

= PDM How-to-Demos Salary Reserve Wage Detail
=
=

Update
Job Aids
Phone Number UFR Title No. of FTEs Total Annual Wages Average Salary
1-800-421-09328
Program Manager 2.0 $1,234.00 $617.00
Saocial Worker 20 $123.00 $61.50
Teacher 20 $125.25 §62.62
Assistant Program Director 20 $23,245.00 5116
Contract Detail
% of -
. Annual Adjusted
D Contract No Dept BT _I—TEs Salaries FTEs hroorae Salaries
Code |<=$40K <=$40K Purchased <=$40K
by Dept.
Once all data is entered click submit to confirm. The deadline for submitting your FY2009 Salary
Reserve Data is Friday, October 3, 2008 at 5:00 PM
Page 12 Salary Reserve FY 2009 Reference Guide August 21, 2008
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Managing FY09 The Manage FYQ9 Salary Reserve Contracts page appears.

Salary Reserve Business Functions > Salary Reserve > Manage Contract Data
Contracts

Test Organization Manage FY09 Salary Reserve Contracts

To add eligible contracts for the FY09 Salary Reserve, fill out the form below. Once you have
entered a contract, click on ADD & SAVE. If you would like to view or edit any of the contracts
already entered, click on the contract link in the Contract Summary box

Mew Field: Partial Year. If Contract is for partial year, click on checkbox and enter dates of

contract
Add Contract
Contract Mumber I—L, - I—L,
(20 digits)-* Select One Agency Select One
Or enter Contract Number below
| Activity Code ™ |
Accounting Line I
% of
Number Annual Program
Salary Category of FTEs - . Purchased
. Salaries for FTE by State
Agency *
Less than or equal to $40,000 I I I
Check if Partial Year Contract " Begin I End | MMDDA Y

Add & Save

Contract Summary

o
% of
e Annual
1D Contract Number Dept'ﬁcuww ETES Salaries FTEs FITT AN
Code |<=$40K] _ Purchased
==840K
by Dept.

1D with checkmark « indicates Partial Year Confract.

Back to Salary Reserve Data Summary

Tip: Asterisk denotes required fields. Do not use the dollar sign or
commas.

To add a contract to manage FYQ09 Salary Reserve Contract data:

1. Select a contract from the drop down box or enter (up to 20
digits) contract number in appropriate field.

2. Enter required field information.

3. Click .

Tips:
To add another contract, enter data and then click [Add & Save].

For Partial Year Contracts, check “Check if Partial Year Contract”
box and enter Begin and End dates.

August 21, 2008 Salary Reserve FY 2009 Reference Guide Page 13
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Managing FY09 The page reappears with the newly entered contract displayed.

Salary Reserve Contract Summary
Contracts
H % of
(continued) Activity] FTEs | 2"™2! | program
1D Contract Number Dept _ Salaries FTEs
Code |==$40K _ Purchased
<=$40K
by Dept.
v 148 [01665648977 EHS| 510 1.0 $20.000.00 50%
v 149 02654872456123547521 EHS| 511 14.0[$12,445,623.00 80%
« 150 23467728994309764274 EHS| 510 10.0[  $280.400.00 5%
1D with checkmark « indicates Partfial Year Contract.
Back to Salary Reserve Data Summary

The unique ID number for each line item corresponds to the contract
number, appropriation, and activity code.

To return to the Salary Reserve Data Summary page, click the Back
to Salary Reserve Data Summary link.

Updating Salary  To update contract data:
Reserve

Contract Data 1. Click the contract number link on the Manage FYQ9 Salary

Reserve Contracts page.
The Update Salary Reserve Contract page appears.

Business Functions > Salary Reserve > Manage Contract Data > Update

Test Organization Update FY09 Salary Reserve Contract

To update the information, make any necessary changes and click UPDATE. If you would like to
delete this contract entirely, click DELETE

Update Contract

Contract Number 0o an 1234567880 Agency* [EHS =]
(20 digits)
Activity Code™ |.1 23
Accounting Line ID—

% of Program
Purchased by
State Agency *

Number Annual

sl b of FTEs*|  Salaries for FTE *

Less than or equal to 540,000 [14.0 [1.2445623E7 [0
Check if Partial Year Contract O Begin | End MMDDA Y
Page 14 Salary Reserve FY 2009 Reference Guide August 21, 2008
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2. Enter changes and then click I:I

Caution: If you click |the contract record will be deleted.

You are returned to the Manage FY09 Salary Reserve Contracts
page with the updated data displayed.

Notes:

August 21, 2008 Salary Reserve FY 2009 Reference Guide Page 15
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¥ Virtual Gateway

Confirming FY 2009 Salary Reserve Data

After the Salary Reserve data for FY 2009 has been entered for your

Introduction N . . : .
organization, you will need to complete the submittal and confirmation
process.

- Once all FY 2009 Salary Reserve Data has been entered and reviewed,

Submitting _

Salary Reserve  click

Data

Provider Data Management Business Functions > Salary Reserve
m Links to Related Information
= Exi Test Organization Salary Reserve Data Summary
Salary Reserve Updates To enter Salary Reserve Data select the comesponding Update link.
Contact Information Update
Salary Reserve Data
= Update Contact 123 Common Ave Salary Reserve Contact:
= Manage Wage Data Boston, WA 12345 USA JosephATest
= Manage Contracts _lF_'_hlcne (617) 123-4567
itle
Help Desk and Training -\ru"!t:JnJ;IDFrEg\LII:StDDDraEDgDDdDE' testi@test.com
= Salary Reserve W0 123406739
m  Uszer Manual
= FAOs
= PO How-to-Demos Salary Reserve Wage Detail Update
= Job Aids
= Phone Number UFR Title No. of FTEs Total Annual Wages Average Salary
1-800-421-0938
Program Manager 2.0 $1,234.00 $617.00
Social Worker 2.0 $123.00 $61.50
Teacher 20 $125.25 $62.62
Assistant Program Director 2.0 $23,245.00 $11,622.50
Contract Detail Update
% of .
.. Annual Adjusted
1D Contract No Dept Dcvity ETES Salaries FTEs Program Salaries
Code |<=$40K <=$40K Purchased <=$40K
by Dept.
148 |0156548977 EHS| 510) 1.0 $20,000.00 50%|  $10,000.00)
149 |02654872456123547521) EHS| 511 14.0{312,445,623.00 80%{ $9,956,498.00
150 [23467728994309764274| EHS 510) 10,00 $280.400.00 75%|  $210,300.00)
Once all data is entered click submit to confirm. The deadline for submitting your FY2009 Salary
Reserve Data is Friday, October 3, 2008 at 5:00 PM
Page 16 Salary Reserve FY 2009 Reference Guide August 21, 2008
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Confirming The Final Confirmation page appears.
Salary Reserve
Data

Business Functions = Confirm Salary Reserve Data

Test Organization Final Confirmation

Thank you for submitting your data for FY 2009 Salary Reserve.

[ By clicking the Final Confirmation check box you are confirming
the data you entered is complete and accurate. After you click this
check box, you will no longer be able to edit and resubmit data.

By clicking CONFIRM, wvou are certifying under the pains and penalties

of perjury that the information reported is accurate and complete to the

best of your knowledge. This information will be used to determine the
funds that will be allocated to your organization.

Confirm|

To confirm Final Confirmation click the check box to confirm data
entered is complete and accurate and then click :l :

Once data has been confirmed, an email notification will be sent to the
Salary Reserve Administrator.

The Salary Reserve Final Confirmation page appears.

1. Click = to print a copy of the Salary Reserve Final Confirmation
printer friendly version for your records.

The printer friendly version of the Salary Reserve Final Confirmation
page appears.

2. View printer friendly version.

August 21, 2008 Salary Reserve FY 2009 Reference Guide Page 17
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Viewing Click the Salary Reserve Updates link from the navigation bar, to view the
Purchase of latest information about Salary Reserve.

Service (POS)

Salary Reserve Provider Data Management

Page = Links to Related Information
m  Exit

Salary Reserve Updates

Salary Reserve Data

m Update Contact
m Manage Wage Data
m lanage Contracts

The Purchase of Service (POS) Salary Reserve page appears.

Provider Data Management Business Functions > Salary Reserve

m Links to Related Information
= Exit

Test Organization Salary Reserve Data Summary
Salary Reserve Updates lary | e Data select the comesponding Update link.
Contact Information Update
Salary Rezerve Data
= Update Contact 123 Common Ave Salary Reserve Contact:
= Manage Wage Data Bostan, W& 12345 USA Joseph A Test
= Manage Contraci Phone: (617) 1234567
Title
— TIM ¢ FEIN: 000000000
test@test.com
e Yendor Customer Code:

= Salary Reserve W 123456789
m  Uszer Manual

= FAQs
L]
L]
L]

PDM How-to-Demos Salary Reserve Wage Detail Update
Job Aids
Phone Number UFR Title No. of FTEs Total Annual Wages Average Salary
1-B00-421-0938
Program Manager 20 $1,234.00 3617.00
Social Worker 2.0 $123.00 $61.50
Teacher 2.0 $125.25 $62.62
Assistant Program Director 20 $23,245.00 $11,622.50
Contract Detail Update
% of .
L Annual Adjusted
1D Contract No Dept GBI A= Salaries FTEs ST Salaries
Code |<=$40K <=$40K Purchased <=$40K
by Dept.
148 (0156548977 EHS| 510 1.0 $20,000.00 50%|  $10,000.00)
149 (02654872456123547521| EHS| 51 14.0]$12,445,623.00) 80%]| $9,956,498.00)
150 |23467728994309764274| EHS| 510 10.0]  $280.400.00 75%)|  $210,300.00
Once all data is entered click submit to confirm. The deadline for submitting your FY2009 Salary
Reserve Data is Friday, October 3, 2008 at 5:00 PM
Page 18 Salary Reserve FY 2009 Reference Guide August 21, 2008
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Notes:
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Chapter 4: Glossary

The following table lists the data elements and their definitions for the

Introduction . o
Salary Reserve Data Collection Application.

Tip: Asterisk denotes required field.

Data Element Definition

Agency name as used in articles of incorporation or

Contractor name o
organization.

*Contact person | The name of the person who can answer Salary
Reserve guestions about the survey, should any arise.

*Telephone The contractor’s telephone number, including area
code and extension, if any.

FEIN 9 digit federal employer identification number
(FEIN).
*FY 2009 20 digit MMARS contract identification number.

contract number

*Dept. 3 letter identifier of the department with whom
contractor has a contract.

*Full-time The number of eligible employees (full and part time)
equivalents in terms of full time equivalents (FTES) earning less
earning less than | than $40,000 that work in the program.

$40,000 in

program

*Annual salaries | The annual salaries of eligible employees earning less

of employees than $40,000 for the portion of their time attributable
earning less than | to a program.

$40,000 in

program

*Percentage of This is the percentage of the program that is
program purchased by the department.

purchased by

department

Annual salaries No entry (see note below).
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Data Element Definition

less than $40,000 | This column is calculated by a built-in formula that
attributable to this | multiplies percentage of program purchased by
contract and eligible salaries of <$40,000.
program
*MMARS Enter the MMARS activity code associated with the
activity code listed program.
Accounting Line | Enter the accounting line number associated with the
Number listed program.
(optional)

Notes:
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